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COMMITTEE OF PARLIAMENT ON
OFFICIAL LANGUAGE

g% WPR & AT/ faumT /ddg 3R
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JUHH /TR 3nfe 7 fg=<t & T ¥ Gafdd

BRGIRCESIEN

INSPECTION QUESTIONNAIRE

Regarding use of Hindi in Ministries/Departments/Attached and
Subordinate Offices/Undertakings/Institutes etc. of the
Central Government

e feu oM a9 srafa™

Name and full address
of the office to be inspected
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EXTRACTS FROM THE OFFICIAL LANGUAGES ACT, 1963

Section 4: Committee on Official Language—

@ After the expiry of ten years from the date on which Section 3 comes into force, there shall be
constituted a Committee on Official Language on a resolution to that effect being moved in either House of
Parliament with the previous sanction of the President and passed by both Houses.

2 The Committee shall consist of thirty members, of whom twenty shall be members of the House of the
People and ten shall be the members of the Council of States to be elected respectively by the members of the
House of the People and the members of the Council of States in accordance with the system of proportional
representation by means of single transferable vote.

3) It shall be the duty of the Committee to review the progress made in the use of Hindi for the official
purpose of the Union and submit a report to the President making recommendations thereon and the President
shall cause the report to be laid before each House of Parliament and sent to all the State Governments.

4 The President may, after consideration of the report referred to in sub-section (3), and the views, if
any, expressed by the State Governments thereon, issue directions in accordance with the whole or any part of the
report:

Provided that the directions so issued shall not be inconsistent with the provisions of Section 3.



INSTRUCTIONS

As the information is meant for Parliamentary Committee, it may please be ensured that the
information furnished in reply to the questions is relevant, correct and complete in all
respects.

Please write your reply in the blank space provided below/against each question. Wherever
the reply is lengthy, extra sheet may be attached.

The relevant extracts of definitions and rules given in Annexures 1 and 2 may please be gone
through carefully.

If the Inspection/Oral Evidence/Discussion programme with the Drafting and Evidence Sub-
Committees of the office has been held before, the previous figures may be given in the
bracket along with upto-date figures. (Of the three programmes, figures of the programme
which was conducted last are required to be given)

Wherever applicable, the supplementary questionnaire may also be filled in with regard to
Department of Education/Bank/Undertaking/Head office/All India Radio/Railway Station,
Educational Institutions, Training Institutions, Department of Telecommunications, etc.

In case of inspection of a Ministry/Department, the supplementary questionnaire pertaining
to Ministry/Department may also be filled up.
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Part - |
1. GENERAL INFORMATION
Name of the Office and complete postal address
(including pin-code, E-mail & Tele. No.)
Classification of the Office
(such as Secretariat, Attached/Subordinate Office,

Public Sector Undertaking, Bank, Institute etc.)

Name of the Administrative Ministry and/or
Department.

Whether it is an Administrative or Operative Office
or an Industrial Establishment?

As per Official Language Rules, 1976, in which
region, “A”, “B” or “C” is the office located?

Position of Hindi knowledge of officers/employees*
(excluding Group “D” and equivalent employees)

Gazetted**  Non-Gazetted**  Total
(i)  Total Number of Officers/Employees
(i)  Proficient in Hindi***
(iii) Having working knowledge of Hindi***
(iv) Undergoing training in Hindi

(v)  Yet to be sent for training in Hindi
Out of above how many officers/employees are

engaged in administrative work ?

Gazetted**  Non-Gazetted**  Total
(i) Total Number of Officers/Employees

(i)  Proficient in Hindi***
(iii) Having working knowledge of Hindi***

(iv) Undergoing training in Hindi

*

*k

*kk

Position as on 315t March, 30" June, 30™ September or 315t December (as applicable) should be indicated.
Information pertaining to Officer category/Employees category in respect of Undertaking/Corporation etc. may be given.
Kindly see the definition at annexure-1.
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No. of Hindi knowing officers/employees (including those who are proficient and those having
working knowledge) who do their work™* in Hindi.

@) Nil
(i) Upto 25%

(iii) 26% to 50%
(iv) 51% to 75%
(v) 76% & above
(vi) Cent-percent

Gazetted**

Non-Gazetted**

Total

8. (a) No. of Deputy Secretary/equivalent*** and higher level officers in the office who do their work in Hindi.

Total No. of
no. of Proficient No. of officers from col. 2 who do their work in Hindi is as follows
Higher  inHindi  Mostly Generally Negligible How many Out of Out of What is the
officers officers have these on these how percentage
been given how many many of work done
the facility computers  officers are by them in
of personal Hindi themselves  Hindi on
Computers?  softwareis  working on  these
available?  these Computers?
computers
in Hindi?
1. 2. 6. 7. 8. 9.

(b) What is the percentage of dictation given in Hindi by Deputy Secretary/equivalent*** and higher level officers
in the office?

(c) Out of these officers how many officers do typing work themselves on keyboard?

(d) What is the percentage of Hindi Typing work done by these officers?

* Itincludes all types of official work such as noting, drafting, making entries in registers and diaries, oral discussion etc.
** Information pertaining to Officer category/Employees category in respect of Undertaking/Corporation etc. may be given.
***Information pertaining to Deputy General Manager/Scale E-1 Officer’s category in respect of Undertaking/ Corporation/Bank etc. may be given.
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wxx JUHH /T /SF onfe & ey T IU Hee Y/ Thd §-| ARIBRY ot & Tetey & a1 < & |
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9. (a) Date(s) of last Inspection(s)/Oral Evidence obtained by the Committee of Parliament on Official Language.

Sl.  Date(s) of Date(s) of Oral
No. Inspection Evidence
before the Committee

e

(b) Follow-up action taken on the assurances:-

Date(s) of Discussion Date(s) of cancellation of
Programme with inspection, if any
the Drafting & Evidence Sub-
Committee

SI.No.  Assurance Follow-up action Whether the assurance was If the assurance is not
fulfilled within the prescribed fulfilled please explain the
period reasons clearly

1 2. 3 4. 5.

1.

2.

3.

4.

(c) Assurances given during the oral evidence and the information in respect of their fulfillment:-

SLLNo.  Assurance Follow-up action Whether the assurance was If the assurance is not
fulfilled within the prescribed fulfilled please explain the
period reasons clearly

1 2. 3 4. 5.
1.
2.
3.
4.
5.
6.

(d) What is the position of the follow-up action taken with regard to discussion programme with Drafting and

Evidence sub Committee of the Committee ?
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Part — 11

POSITION OF COMPLIANCE OF OFFICIAL LANGUAGES ACT/RULES

1.1 Documents specified in Section 3(3) of the Official Languages Act, 1963 (No. of documents issued during
the last one year i.e. period ending 31 March/30™ June/30™ September/31% December)

Total No. InHindi & InEnglish  In Hindi
English only only
(a) General orders (definition is given at
annexure-2 of the questionnaire)
(b) Notifications
(c) Press Communiques/Releases
(d) Contracts
(e) Agreements
(f) Licences
(9) Permits
(h) Notice and forms of tenders
() Pertaining to Sale/Purchase
(ii) Pertaining to civil/other work
(i) Resolutions
() Rules
(K) Official papers laid before a House or both
the Houses of Parliament (other than
Reports)
() Administrative and other Reports laid
before a House or both the Houses of
Parliament
(m)Administrative or other Reports sent to
higher offices
1.2 If the Rules have been violated in this connection, the names, designation etc. of those officers

should be mentioned who were held responsible for this violation. (As per Rule 6 of the Official
Language Rules, 1976, it shall be the responsibility of the persons signing such documents to ensure
that such documents are prepared, executed and issued both in Hindi and in English).
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Whether any action has been taken or contemplated against those officers who are violating the
aforesaid Official rules, please furnish details.

Position of replies to communications received in Hindi under Rule 5 of Official Language Rules,
1976 (Figures of last one year i.e. the period ending 31 March, 30" June, 30" September, 31%
December may be given and the letters received through E-Mail/CPGRMAS etc. may also be

included)

Q) Total Number of letters *received in Hindi.

(i) No. of letters replied to in Hindi.

(iif)  No.of letters replied to in English.

(iv)  No. of letters which were not required to be replied.

(v) Reasons for not sending the replies of Hindi letters in Hindi.

(iv)  Whether check-points have been set up in this connection, if so, the details thereof may be
given. What action has been taken at check-point level to stop violation in this connection?

Information regarding Rule 10(4) of Official Language Rules, 1976

@) Whether the office has attained the eligibility to be notified under the above
Rule?

(b) If so, from when?

(c) Whether the office has been notified? If so, from when?

(d) If any extraordinary delay has occurred in notifying the office, reasons

thereof may be given.

*Letters signed in Hindi may also be included in this column.
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4. Information regarding Rule 8(4) of Official Language Rules, 1976

(a) If the answer to the aforesaid column 3(c) is “Yes”, state whether under the above Rule individual
orders with the signature of the competent authority, have been issued to those employees who
have proficiency in Hindi, to do their specified work in Hindi?

(Please enclose a copy of the above order)

(b)  If so, from when?

© If not, the reasons thereof ?

(d)  Whether the officers/employees ordered under the above Rule are doing their work in Hindi?

(e) If not, what action is being taken or proposed to be taken ?

() Whether any monitoring arrangement has been made to ensure the compliance of Rule 8(4) of
Official Language Rules, 19767



-8-

4. IO FH, 1976 & T 8 (4) Tedt g

@) i ydlad Ae ¥. 3 () BT IR 81 § dl IWIad (a0 & idqifd Tem feRt & gwaier) § a1
fe=d o udiurar ura iR/ Sl &) saafarTd U ¥ sro fafAfdy wrd Rt A a3 &
SR ORI fPU MU §? (FUan Iad S St TP Ui IAd Px )

@) dfe g, dlhe T2

@ afe 78, a sTb R BRI B?

@) IR g & Siaria MR iR/ HHaRt 3o | el A v | 82

€.) e, N Gy H o1 HRATE HI o T § T B ST TRaTad 82
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YT 1 7T 82
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5. Position regarding Bilingualism* of Codes, Manuals, etc. under Rule 11 of Official Language Rules,
1976

(@) Rules/Codes/Manuals (Used by the Office)

Used by the Prescribed by the Prescribed by the
Office Ministry/Deptt./Office other Ministries out
concerned out of those of those in Col. 1
in Col. 1
1 2 3

()  Only in Hindi
(i)  Only in English

(iii) Bilingual (Diglot) form

(b) Details of Codes/Manuals prescribed by the Ministry/Department/Office
(Please attach a separate sheet, if the space is insufficient)

(1)  Total Number of Rules/Codes/Manuals etc.

(i)  Only in Hindi (including date of publication)

(iii)  Only in English (including date of publication)

(iv) Bilingual (Diglot form) (including date of publication)

©) Whether check-point have been set-up in this connection? If so, give details thereof. What action
has been taken at check-point level to ensure compliance of official orders in this connection?

* Ref: Department of Official Language O.M.No. 12021/5/95-O.L. (Imp. Il) dated 24.11.95
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3UTEH Y GFARfd HA & e o1 famg TR IR 1 HIRaTs &1 TS 82

* e oyt fuTT @1 faAie 24.11.1995 BT BILF.F. 12021/5/95-A.HT. (P01



-10-

6. Position of Bilingualism* of Forms and Headings of Registers and Name Plates etc. under Rule 11 of
Official Language Rules, 1976

(i) Registers

Total no. of  No. of those which bear their  No. of those in which If entries in all the
Registers headings and subjects in entries are made in registers are not made in
bilingual form Hindi Hindi, then from when
will these be made in
Hindi
1 2 3 4

(i) No. of Rubber Stamps etc. available in the office

Total No. In English Only

Rubber Stamps
Sign Boards
Seals
Letter-Heads
Name Plates
Official description on vehicles
Visiting cards
Badges

Logo
Monograms
Charts/Maps

RPROooo~NoO~WNE

= o

(iii) Whether check-points have been set-up in this connection?

(i) I so, give details thereof.

(v)  What action has been taken at check point level to ensure compliance of official orders in this
connection?

(iii) If not, give the reasons thereof.

7. General responsibility for compliance

While performing the responsibility under Rule 12 of the Official Language Rules, 1976, what steps
have been taken and what monitoring arrangements have been made in this connection for the
compliance of Official Language Rules by the Administrative Head of the Office?

*Reference: Department of Official Language O.M. No. 12019/10/91-O.L. dated 28™ January, 1992.
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* e oy RumT @1 i 28.11.1992 PAMET 0T TSI 12019/10/91-0HT0  (HI0)
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Part-111

FOLLOW-UP ACTION TAKEN ON THE ORDERS OF THE PRESIDENT ISSUED ON THE FIRST EIGHT
PARTS OF THE REPORT OF THE COMMITTEE OF PARLIAMENT ON OFFICIAL LANGUAGE AND
THE ORDERS ISSUED IN CONNECTION WITH THE PROGRESSIVE USE OF HINDI BY THE
DEPARTMENT OF OFFICIAL LANGUAGE

(For Central Offices located in Region "A" & "B"")

1. (&) Position of reply to English letters received in Central Offices located in Region A" & "'B™ from Central Govt.
Offices/Banks/PSUs/Institute and the States or UTs or their subordinate offices located in Region A" (letters
received through E-Mail/CPGRMAS etc. may also be included)

(Figures of the last one year i.e. period ending 31 March/30'" June/30" September/31% December may be given)

Position of reply to English letters received from Central Govt. offices/Banks/PSUs/Institute or its subordinate offices located

in Region "A™ :

Total No. of Letters* | The letters replied to | The letters replied to in | No. of such letters which
received in English in Hindi English were not required to be
replied.
(b) Position of reply to English letters received from the State Govts. or UTs or their subordinate offices located in
Region "A" :
Total No. of Letters* | The letters replied to | The letters replied to in | No. of such letters which
received in English in Hindi English were not required to be
replied.
(© Position of reply to English letters received from Central Govt. offices/Banks/PSUs/Institute or its subordinate

offices located in Region ""B"" :

Total No. of Letters*| The letters replied to | The letters replied to in | No. of such letters which
received in English in Hindi English were not required to be
replied.
(d) Position of reply to English letters received from the State Govts. or UTs or their subordinate offices located in
Region "B"" :
Total No. of Letters*| The letters replied to | The letters replied to in | No. of such letters which
received in English in Hindi English were not required to be
replied.

(i)  As per the order issued by the Deptt. of Official Language** the letters received from the Central Offices
and States or UTs or their subordinate offices located in Region "A™ in English are required to be replied to
in Hindi. Are the above instructions being complied with properly?

(i)  If not, give reasons thereof.

*  No. of letters issued through Fax and e-mail may also be included in this column.
** Ref: Deptt. of Official Language Memorandum No. 14034/15/87-0.L.(A-I) dated. 26" February, 1988.
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2. Letters* written by the office itself (letters other than mentioned in item No. 2 of Part-11)

{(Letters issued during the last one year i.e. the period ending 31% March/30™ June/30™ September/
31% December) letters issued through E-Mail/lCPGRMAS etc. may also be included}

Total No. In Hindi In English  Percentage of
Hindi letters
(@) Letters sent to the State Governments, their offices
and members of public in Regions “A” & “B”.
(b) Letters sent to those Central Government
Ministries/Department/Offices/Undertakings/
Institutions etc. which are:
(i) Located in Region “A”
(i)  Located in Region “B”
(iif) Located in Region “C”
() (i) Targets prescribed in the Annual Programme Percentage for Region “A”... ....... %
of the Department of Official Language for Percentage for Region “B” .......... %
the letters to be sent in Hindi. Percentage for Region “C”... ....... %

(if)  If the prescribed target has not been achieved,
give reasons thereof.

(iii)  Whether necessary steps have been taken
to increase the correspondence in Hindi
and send telegrams in Hindi as per the
instructions** issued by the Deptt. of
Official language?

(iv) Whether check points have been set-up to
send letters in Hindi to the State
Governments located in Regions “A” and
“B”? If so, please give details. What
action has been taken at the check point
level to ensure compliance of Rules in this
connection?

(v)  Whether the targets prescribed in the
Annual Programme for the
correspondence will be achieved this
year?

(vi) If not, by what time this target will be
achieved?

*  No. of letters issued through Fax and e-mail may also be included in this column.
** Ref: Department of Official Language O.M. No. 12024/2/92-0O.L. (B-2)-4 dated 21% July, 1992.
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3. Writing of addresses in Hindi on the envelopes of the letters to be sent in Regions “A” and “B”

(i) Whether addresses are written in Hindi on the envelopes of
the letters to be sent to Regions "A” and “B” as per the
order* issued by the Department of Official Language?



(iii) If not, give reasons thereof.

(iif) Whether check points have been set-up in accordance
with the instructions** issued by the Department of
Official Language in connection with the addresses to
be written in Hindi on the envelopes of the letters to be
sent to Regions “A” and “B”? If so, please give details.
What action has been taken at the check point level to
stop the violation of Rules in this regard?

(iv) If no check point has been set-up, give the reasons
thereof.

4, Mechanical aids

(@ Computers used in the office

Total  No. of Date of Percentage of work
No. Unicode Purchase  done in Hindi
supported

* Ref: Department of Official Language O.M. No. 12024/2/92-0O.L. (B-2)-6 dated 21.7.1992.
** Ref: Department of Official Language O.M. No. 12024/2/92-0O.L. (B-2) dated 06-04-1992.



-13 -

3. v 3R @ &F B WS WH el G &b foreTel wR ud i< A ferar s

(i) 7 He 3R G & B AS OH IS T P
fAIBTPR! TR Ud ISTHTST fAHTT R SIRY Se e &
TR fa=dl 7 fora o1 3% &2

(i) gfe =g, A TP RN HRUIB?

(i) @& FHr R @ &N DI AN I 91 T b
Tl WR 3=t & ud forgd & day o rorureT
fIUNT GRT Ot Fe=i* & SFAWRU & ®ig oig
forg =fud fvu T 82 afe &f, O 9 &R &
9 ey ¥ (ga] &1 I b & ol §id fog

TR R T HRATS P 152
(iv) gfe Sig fog wftd Fal fear w1, df sRu
|
4. gifasw gfaumg
@) HATTT S TR H 3 ad HHYR
4 ghors gafid RGRI [ fe=dl & fhw
T, He P Ho Gl TS B
fafy gfa=raarn

* e IeTUTST fauTT 1 fEAid 21 JaTS, 1992 BT H1. 1.7, 12024/2/92T. 1. (F-2)-6
*+ Fgaf ISTHTNT fHTT &1 faieh 6 SOid, 1992 BT HT. 1. T, 12024/2/927. HT. (T-2)
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(b) Which software is being used for the following work and what is the percentage of work being done in Hindi
on these computers?

Nature of Work No. of Computers ~ Software being  Percentage of work
allotted for the used done in Hindi
work (Name etc.)

(1) Administrative
(2) Accounts

(3) Operational
(4) Any other work

() (1) Isany special software being used to do official work?
(2) If yes, what is the name of the software?

(3) Isit possible to work in Hindi in this software? If no, by what time would it
be possible to work in Hindi in it?

(d) How many officers/employees are required to do their work on computers?

(e) What action has been taken to make those officers proficient in doing their
work in Hindi on computers who are unable to do so?

(H (1) Number of officers/employees trained to do their work in Hindi on computer
based system.

(2) What is the percentage of their work done in Hindi?
(3) By what time would the entire work of the office be done in Hindi?
(@) (1) Whether the office has its own Website? Yes/No

(2) If yes, whether it is available in (a) Hindi
(b) English (c) Bilingual

(3) Whether Hindi Website of the office is updated? Date of updation

(4) Is there a provision included in the agreement signed
with the company which designed the website :

Q) Regarding preparation of bilingual website?
(i) Regarding updating the Hindi matter
simultaneously while updating the website?

(5) While updating English content on the website, whether
Hindi content is also updated simultaneously?

(6) Give the address of Website of the office.

(7) How many hits were there on the
Hindi/Bilingual website during the year?



-14 -

@) FEfifad sl & T SH-%H  JedR IwhT § U of @ ¢ 2 39 W <l §
feu o1 @ & &1 ufawg &1 7 2

P BT WU  HY P g IganT # o/ oe i<l § fou

fefed HeR el HHEAR ST X PR

G lkes|| (A gdTfQ) &1 ufard

M (1) T ST $ S & U g OUVY TR TART § TR S QT § 2
(2) dfe &, d IR BT 9H §dg 2
(3) T 39 YRR R fet # & &A1 IHd § 2
e 76, @ 3V o9 a® R # S & GG SEE S 2

@ T ifeial/ eiaial § $EeR R S S i § 2
(3) PYRXR W Gl § & 9 & UM a1 A¥HRAT B 39
& d ydiol §H & AU 1 FRas DTS § 2
@ (1) SR Junel R < & &1 o & fog uiiféra siftraifeat/ seantal &t demn
@) URIRE R/ HHaRY 3uA &l &1 fbdm ufawd orf R=< & aa @7
(3) DRI BT TG B HIYCR| IR HF aP [g-al H g4 T 2
(®) (1) T PEICY Bl dSATZE 82 gt /et
) dfE g, o FITE (@) Bt H IuA g2
@) st § Iuasy & (1) fgumdt Suasy g2
(3) T BRI B fg<l JTTZe ST &2 3T B AT
(4) dEUIEe QIR HIA dTl HOAT b
Y SR gRT fbT T PR | -
(i) T dgdZe B fgu T # TR & Faeht Uy v 82
(i) FT d9IEC I AT PRd 9Hg fel Il &1 f I g
AT PRA P W UrauE 72
(5) T d99ge W IR RN &I 3Edd Hd
g o< gl &) off S gHg srra e o § 2
(6) HTATAY B! IgTZC BT Udl-
(7 TUsd te av ¥ fgw<t/ fgumdt aewrge | fohan “fgew g
_15_

5. (a) Facilities* available for training

For training  For training  For training
in Hindi in Hindi in Hindi
typewriting stenography




Q) Under Hindi Teaching Scheme Yes/No Yes/No Yes/No

(i) Under Departmental Arrangements Yes/No Yes/No Yes/No
(iii)  Under Other Private Institutions Yes/No Yes/No Yes/No
(iv)  Through Internet** Yes/No

(b) (i) Whether the office is aware of these facilities? Yes/No

(i) Whether these training facilities are being utilized by
the office? If so, give details thereof.

(iii) If not, give reasons thereof.

(iv)  No. of Officers/Employees imparted training in Hindi Officers

S ) Employees
under these facilities during the last one year?

6. Training Arrangements in the organization

(@) Total no. of training institutes in the organization (Please
enclose a list)

(b)  During the last calendar years how many courses were
conducted by those institutions and in which medium?
(Please enclose a list)

Q) In English medium.
(i) In Hindi medium.
(iii)  In a mixed medium of both English and Hindi.

(iv)  Through other languages.

* Ref: Department of Official Language Resolution No. 14034/4/99-O.L. (Trg.) dated 13 February, 2001
** Ref:Department of Official Language O.M. No. 12015/101/2004-O.L.(T.C.) dated 16 Dec,2004
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(c) (i) The language of the available training material.  Bilingual Hindi  English

(d)

(i)

(iii)

(iv)

(i)

(iii)

Other Langquage

(Please indicate percentage)

If the training material is not bilingual, what
are the reasons thereof?

Whether the training material available in
English only is being prepared in Hindi?

If yes, by what time would it be completed?

Whether the orders of the Department of
Official Language in respect of imparting
training through Hindi medium in the
training institutes are being complied with?

If not, give the reason thereof.

As per the orders* of Deptt. of Official
Language, by what time imparting of
training through Hindi medium will be
started?

* Ref: Deptt. of O.L. 0.M. No. 12012/7/92-OL(B-I) dated 6.5.1992
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-17-

7. Clerks/Typists
Total No. of No. of Typists No. of clerks who No.of those No. of No. of those
No. those required to know are competent to do  undergoing those who  who do their
who are  Hindi typing as per the work in Hindi on training in do most of  work
required  Annual programme computer Hindi typing.  their work  occasionally
to do issued by the in Hindi. in Hindi
typing Department of Official
Language
1 2 3 4 5 6 7
8. Stenographers
Total  No. of No. of those No. of those No. of those No. of those  No. of those
No. Stenographers knowing Stenographers, undergoing who do who do their
required to know Hindi who are training in most of their work
Hindi Stenography  stenography.  trained to do Hindi work in occasionally
as per the Annual their work in  stenography.  Hindi. in Hindi
programme issued Hindi on
by the Department Computer
of Official
Language
1 2 3 4 5 6 7
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9. (M Whether the services of Hindi knowing
clerks/stenographers are being utilized
fully for Hindi stenography/typing as per
the directives* issued by the Department
of Official Language?

(i) If not, give the reasons thereof?

10  Has any programme been prepared for the training of the remaining employees shown in Item Nos 7 and
8 above? If so, give details thereof.

11.  Information regarding full time officers/employees who are engaged on implementation of the Official
Language policy and translation work, etc.

Designation Pay Scale No. of Posts

Sanctioned Vacant

(with date)

(@) Details of full time officers/employees
regarding above.

(b) Details of action taken for filling up the
above vacant posts.

(c) Total No. of Staff discharging
Ministerial functions in your
Organisation/Office

(d) Whether the existing posts are in
accordance with the norms** laid down
by the Department of Official
Language?

(e) If not, what action is being taken in this

regard?

* Ref: Deptt. of O.L. 0.M. N0.13015/1/90-0.L.(d) dated 17t July, 1990
** Ref: Deptt. of O.L. O.M. N0.13035/3/88 — O.L.(c ) dated 5™ April, 1989
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Legal Information (This information may be given after obtaining the same from

12.
the concerned Ministry/Department)
(a) Literature (Rules/Bye-Laws)
(M No. of Acts issued by Ministry/Department or Office during the last one year and
the authenticated texts of the Rules/Bye-Laws framed under them.
(i) Out of those, Hindi texts of how many Acts are available in this office?
(iif)  How much time will it take to make available Hindi texts of the Acts which do
not have Hindi texts?
(iv) As per the directives* issued by the Department of Official Language, whether
original drafting is being done in Hindi in the field of law?
(b) Ordinance
() Total No. of ordinances issued during the last one
year.
(i) In Hindi
(iii) In English
(iv) Bilingual
13. Dictionaries/Terminologies and Help Literature**
Total No. Distribution
To Officers To Section
(@) Dictionaries (English-Hindi and Hindi-
English)
(b) Technical glossaries (glossaries prepared

by the Commission for Scientific and
Technical Terminology and by the
Department itself)

* Ref: Department of Official Language O.M. No. 13017/3/90-O.L. (c) dated the 26" November, 1990.
** Ref: Department of Official Language O.M. N0.20034/54/92-OL(R&A) dated 17 July, 1992
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14. Expenditure incurred on the purchase of books during the last three years
1 2 3 4
Year ... Year ... Year ... Total

(a) Total budget/grant earmarked for library.

(b)  Total expenditure incurred on the purchase of
Journals and Standard Reference Books.

(c) Total expenditure incurred on the purchase of
other books.

(d) Expenditure incurred on the purchase of Hindi
books.

(e) Percentage of expenditure on purchase of Hindi
books after subtracting expenditure on purchase
of Journals and standard reference from total
expenditure on purchase of books.

(f)  Whether the orders* issued by the Department
of Official Language with regard to the
purchase of Hindi books are being complied
with properly?

(g) If not, give the reasons thereof.

(h) Whether the targets fixed for the purchase of
Hindi books in the Annual Programme issued
by the Department of Official Language will be
achieved this year?

(i) If not, by what time this target will be
achieved?

* Ref: Department of Official Language O.M. No. 20034/53/92-O.L. (R&A) dated 17.7.1992
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15. No. of printed/cyclostyled forms* prescribed/being used by the Office

Total No. In Hindi only In English only In Bilingual form
1 2 3 4
16. Recruitment/Promotion Examinations

(a) Written examinations for recruitment/promotion etc.

Q) How many written examinations were conducted
during the last one year?

(2 In how many examinations the question-paper of
Hindi was compulsory?

(3) No. of examinations in which only English was
the medium.
4) No. of examinations in which option** for the use

of Hindi medium was also given.

(5) Whether an intimation was given in the beginning Yes/No
in advertisement or circular regarding option for
Hindi Medium?

* Ref: Department of Official Language O.M. No. 13017/3/90-O.L.(c ) dated 26" November, 1990
** Ref: Department of Official Language O.M. No. 14012/6/87-O.L. (c ) dated 16™ February, 1988.
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With English With Hindi Total
Medium Medium
6. (@) (i) Total Number of candidates
(if) No. of candidates who were declared
finally successful
(b) Interviews™ held for recruitment/promotion etc.
(1) No. of interviews held during the last one year.
(2) (i) Whether there was option for the candidates to reply Yes/No
in Hindi in these interviews?
(ii) If so, whether a mention to this effect was made in the Yes/No

interview letters sent to the candidates?

(3) If the option to reply in Hindi in the interview was not
given to the candidates, what was the reason therefor?

17. (a) Entries** in Service Records/Service Books
Total No. No. of those which bear No. of those in which If entries are not made in all
their headings and subjects entries are made in of them in Hindi by what
in bilingual form Hindi time it will be made.
1 2 3 4

* Ref: Department of Official Language O.M. No. 13034/37/92-O.L.(c ) dated 2" June, 1992 regarding the optional use of Hindi in the interviews
for recruitment.

** Ref: Department of Official Language O.M. No. 12024/2/92-0O.L. (B-2)-6 dated 21% July, 1992 with regard to the bilingual headings and entries in
registers and service books.
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(b) Whether check points have been set up as per item No. 8 of the orders* issued by the
Department of Official Language with regard to the above? If so, give the details thereof.
What action has been taken at the check point level to ensure the compliance of the
Government Orders in this connection?

(© If the check points have not been set up, please give the reasons thereof.
18. Official Language Implementation Committee
(1) Whether the Official Language Implementation Committee is constituted

as per the guidelines** issued by the Department of Official Language?
If yes, since when?

(i) If not, give the reasons thereof?

(iii) If so, details of the meetings held regularly between a duration of three months during the
last one year:

Date Chairman Name & Designation

(1) Inthe quarter of January to March
(2) Inthe quarter of April to June
(3) Inthe quarter of July to September

(4) Inthe quarter of October to December

(iv) Whether any distinguished person working in the field of Hindi or a representative from
the Regional Implementation Office of the Department of Official Language are invited
to the above meeting?

(V) Has your office received the Annual Programme regarding progressive use of Hindi
issued by the Department of Official language? If so, when?

(vi) Has the Annual Programme for the current year been discussed by the Official Language
Implementation Committee? If so, when? Give details of the decisions taken and action
taken thereon in this regard. (Please attach a separate sheet)

(vii)  What is the percentage of work done in Hindi by Chairman and Members of the Official
Language Implementation Committee? (Please attach a separate sheet with special
mention of their level of Knowledge of Hindi).

* Ref: Department of Official Language O.M. No. 12024/2/92-0O.L.(B-2) dated 6" April, 1992
** Ref: Department of Official Language O.M. No. 12024/2/92-0O.L. (B-2-3) dated 21%t July, 1992.
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19. Town Official Language Implementation Committee*

0] Whether ~ Town Official Language
Implementation ~ Committee  has  been
constituted in your town?

(i) If so, whether your office is a member of this
Committee?

(ii)  Did the Head of your office attend the
meeting of the Town Official Language
Implementation Committee held during the
year?

(iv) If so, please give the name and designation of
the Officer(s), who participated in the
meeting.

(V) Whether you have received the minutes of
the meeting of the Town Official Language
Implementation Committee. If so, what
action has been taken thereon? (Please give
details separately)

* Ref: Department of Official Language O.M. No. 12027/2/79-O.L. (B-I) dated 3-9-79
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20. (a) Departmental Meetings/Conferences/Seminars etc. organized during the last one year.
(Excluding the Official Language Implementation Committee)
Item Total No. Issued in Hindi Issued in English Issued in
(Issued) Bilingual form
Agenda of the
meetings
Minutes of the
meetings

(b) Whether the guidelines* issued by the
Department of Official Language in respect of
convening the meetings/conferences/ seminars
etc. are being complied with?

(c) If not, give the reasons thereof.

(d) No. of meetings/conferences in which the item
pertaining to progressive use of Hindi was
included in the agenda and discussed.

21. Steps™** taken to encourage noting and drafting in Hindi

@) How many Hindi workshops were organized
during the last one year?

Officers

(b) How many officers/employees were trained in
those workshops?

Employees

* Ref: Department of Official Language O.M.No. 20034/53/93-0O.L.(R&A) dated the 28" May 1993
** Ref: Department of Official Language O.M.N0.14025/2/91-OL.(D) dated the 20" April 1992
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(c) If the Hindi workshops are not held
regularly, give details of the steps taken to
hold them regularly in future.

(d) No. of employees who took advantage of
the cash award scheme during the last one
year?

(e) No. of officers/employees doing more than
50% of their work in Hindi out of the
officials/employees shown in (b) and (d)
above.

(f) From (e) above, give details of the
remaining officers/ employees who are not
doing 50% of their work in Hindi, give
reasons thereof and inform about the action
taken to improve the position.

22. Functions*etc. organized during last one year

Total InHindi  In English  Bilingual

(@) Total number of such functions in which
invitation card and other papers were issued

(b) Whether any official language conference has Yes/No
been organized during the last one year?

(c) If so, give details.

*Ref: Department of Official language O.M. No. 20034/53/93-0.L.-(R&A) dated the 28" May, 1993
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23. Publications* (During the last one year)

House Journals/  Books  Other
Magazine Reviews Publications
1 2 3 4
(@) In Hindi
No. of publications
Number of printed copies of one issue
Number of printed pages of one issue
(b) In English
No. of publications
Number of printed copies of one issue
Number of printed pages of one issue
(c) In Bilingual form
No. of publications
Number of printed copies of one issue
Number of printed pages of one issue
(d)  Whether Hindi and English editions of House Yes/No

magazines and News-letters are being printed
under a single cover and name?

*Ref: Department of Official Language O.M. No. 20034/53/92-O.L. (R&A) dated the 17t July, 1992
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(e) If not, when will it be started publishing* under
single cover and name?

U] Are the pay-scales of the editors of the English
and Hindi Journals of the Ministry/Office equal?

(99  Whether Hindi writers are given equal
honorarium to that of English writers?

(h)y  If the reply to part (f) and (g) is "No" what are the
reasons thereof?

0) Whether the Hindi version of the directory**
issued by the Department of Telecommunication
is also being used in the Office?

1)) Whether the Departmental directory*** printed
by your Department/Organisation is in bilingual
form?

(k)  Whether the Office directory*** printed by the
Office for its own use is in bilingual form?

24. Whether the directives**** issued by the Department of Official Language regarding the review of the
material to be submitted to the Committee of Parliament on Official Language and to rectify the deficiencies
are complied with? If not, give the reasons thereof.

Note:-  This information is to be given in respect of those authorities or offices prescribing or publishing the Journals, Review, Books etc. This
information does not pertain to the offices making only their use.

* Ref: Department of Official Language O.M. No. T-14011/96-O.L. (P-1) dated 17t July, 1996

**Ref: Department of Official Language O.M. N0.14034/4/92-O.L.(A-1) dated 26-8-92

*** A copy of each of the Telephone Directory may be submitted before the Committee at the time of inspection.
**** Ref: Department of Official Language O.M.No. T-20034/1/78-0O.L.(A-1) dated 24" April, 1978
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Part - IV

MISCELLANEOUS

1. Standard Drafts

Total No. In Hindi only In English only

In Bilingual

1 2

3

4

2. Number of Advertisements issued at office level *

(During the last one year i.e. the period ending 31% March/30™ June/30™ September/ 31% December)

Total No. In Hindi only In English only In Bilingual
1 2 3 4
3. Inspections (Including all types of inspections i.e. Administrative, Audit, Technical etc.)
Inspections of the office by the | Date of Total no. of In how many Number of inspection

higher officers from the Inspections inspections

Ministry / Headquarters/

visional/ Zonal/ Regional
office etc.

Inspections,
reports have
been prepared in
Hindi out of
those in Col. 1

reports in  which
instructions were
given in respect of the
use of Official
Language

3

4

(1) Administrative

(2) Internal Audit

(3) Technical

(4) Regarding Official
Language

* Information regarding expenditure made on advertisement may be given by the office/institution in the enclosed proforma on page — 57.
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(i)

Inspections of the subordinate offices
conducted by the officers of your office

(¢D)] Administrative

2 Internal Audit

(3) Technical

4) Regarding Official Language

4. Position with regard to Hindi in the sections of the office

5.

(a)

(b)

Total Number of sections.

No. of section(s) (excluding Hindi section) specified for

doing the entire work in Hindi

Organisation of Hindi day/Hindi week/Hindi fortnight

(a)

(b)

(©

Has the office organized Hindi day/Hindi
week/Hindi fortnight during the year? If so, give
details thereof.

(Please attach a separate sheet)

Whether the progress made in the use of Official
Language during this period was reviewed? If so,
give summary of that review and follow up action
taken thereon.

(Please attach a separate sheet)

Whether special steps have been taken to increase
the use of Hindi in noting/correspondence in the
office during the above period?
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7.

(d) If so, give details. (Please attach a separate
sheet)

(e) Particulars of the special incentive schemes
introduced in the office/organisation.

() The percentage increase in the Hindi noting/

correspondence  during  the  Hindi
Day/Hindi fortnight in the office other than
other working days of the office.

(Please attach a separate sheet)

(@) Total number of notings written on files in
the Ministry/Department/Office during the
last one year ?
(b) Out of these notings, how many notings were
written in Hindi during the last one year ?

(c) As Head of the office, total number of notings
written by you on files during the last
one year ?

(d) As Head of the office, how many notings were
written by you in Hindi on files during the last
one year ?

(@) Total No. of letters sent by the office during
the last one year

(b) out of (a) above, how many letters were sent
in Hindi ?

(c) How many letters were sent under your
signature during the last one year ?

(d) As the Head of the Office, how many letters
were sent in Hindi by you during the last one
year ?

What are the problems in implementation of
official language policy in your Ministry/
Department/Office. How are these problems
solved?

Furnish details of such special work done for the
implementation and propagation of the Official
Language Policy by the Ministry/ Department/
Office which could not be covered in the columns
of the questionnaire.
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I am working as Head of this Office for

months/Years and hereby certify that I have

personally verified the above information given in the questionnaire and that it is complete and correct in all
respects.

Signature and seal bearing name and
Designation of the Secretary of the Ministry/
Department or Head of the Office/Organisation
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ANNEXURE-1

DEFINITIONS

Proficiency in Hindi - An employee shall be deemed to possess proficiency in Hindi if:-

6) he has passed the Matriculation or any equivalent or higher examination with Hindi as the
medium of examination; or

() he has taken Hindi as an elective subject in the degree examination or any other examination
equivalent to or higher than the degree examination; or

(c) he declares himself to possess proficiency in Hindi.

Working knowledge of Hindi - An employee shall be deemed to have acquired working knowledge of
Hindi if he has passed:-

0] the Matriculation or an equivalent or higher examination with Hindi as one of the subject; or

(i) the Pragya examination conducted under the Hindi Teaching Scheme of the Central Government
or when so specified by that Government in respect of any particular category of posts, any lower
examination under that Scheme; or

(iii) any other examination specified in that behalf by the Central Government; or

(iv) if he declares himself to have acquired such working knowledge.
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ANNEXURE-II

RELEVANT EXTRACTS FROM THE OFFICIAL LANGUAGES ACT /RULES AND GOVERNMENT
ORDERS ON OFFICIAL LANGUAGE POLICY AS MENTIONED IN QUESTIONNAIRE

Extract from Section 3(3) of Official Languages Act, 1963

3 Notwithstanding anything contained in sub-section (1) both Hindi and the English language shall
be used for -
0] resolutions, general orders, rules, notifications, administrative or other reports or press

communiqués issued or made by the Central Government or by a Ministry, Department
or office thereof or by a Corporation or Company owned or controlled by the Central
Government or by any office of such Corporation or Company;

(i) administrative and other reports and official papers to be laid before a House or the
Houses of Parliament;

(iif)  contracts and agreements executed, and licences, permits, notices and forms of tender
issued by or on behalf of the Central Government or any Ministry, Department or Office
thereof or by a Corporation or Company owned or controlled by the Central Government
or by any office of such Corporation or Company.

As per Section 3(3) of the Official Languages Act, 1963 the following are covered in general orders :-

@ all orders, decisions or instructions intended for departmental use and which are of standing
nature;
2 all such orders, instructions, letters, Memoranda, Notices, etc. related to or intended for group or

groups of Government employees;

3) all circulars whether intended for departmental use or for Government employees.
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Official Language (for Official use of the Union) Rules, 1976

Rule 2

Rule 10(2)

Rule 10(4)

U] “Region A” means the States of Bihar, Jharkhand, Haryana, Himachal Pradesh,
Chattisgarh, Madhya Pradesh, Rajasthan, Uttar Pradesh, Uttaranchal and Andaman
and Nicobar Islands and the Union Territory of Delhi;

9 “Region B” means the States of Gujarat, Maharashtra and Punjab and the Union
Territories of Chandigarh, Daman & Diu and Dadra & Nagar Haveli;

(h) “Region C” means the States and the Union Territories other than those referred to
in clauses (f) and (g).

Noting in Central Government offices

(1) An employee may record a note or minute on a file in Hindi or in English
without being himself required to furnish a translation thereof in other language.

(@) Not withstanding anything contained in sub-rule (i) the Central Government may
order, specify the notified offices where Hindi alone shall be used for noting, drafting and
for such other official purpose as may be specified in the order by employees who possess
proficiency in Hindi.

The staff of a Central Government Office shall ordinarily be deemed to have
acquired a working knowledge of Hindi if eighty percent of the staff working therein have
acquired such knowledge.

The names of the Central Government Offices, the staff whereof have acquired a working
knowledge of Hindi, shall be notified in the Official Gazette.

Provided that Central Government may if it is of opinion that the percentage of
the staff working in a notified office and having a working knowledge of Hindi has gone
below the percentage specified in sub-rule (2) from any date, it may, by notification in the
Official Gazette declare that the said office shall cease to be a notified office from that date.
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Rule 11  Manuals, codes, other procedural literature, articles of stationery etc. —

(1) All manuals, codes and other procedural literature relating to Central Government offices shall
be printed or cyclostyled, as the case may be, and published both in Hindi and English in diglot
form.

(2) The forms and headings of registers used in any Central Government office shall be in Hindi
and in English.

(3) All name-plates, sign boards, letter heads and inscriptions on envelopes and other items of
stationery written, printed or inscribed for use in any Central Government office shall be in
Hindi and in English.

Provided, the Central Government may, if it is considered necessary to do so by general or

special order exempt any Central Government office from all or any of the provisions of this
Rule.

Rule 12 Responsibility for compliance-

(1) It shall be the responsibility of the administrative head of each Central Government office:-
(i)  toensure that the provisions of the Act and these rules are properly complied with; and

(i)  to devise suitable and effective check points for this purpose.

(2) The Central Government may from time to time issue such directions to its employees and
offices as may be necessary for the due compliance of the provisions of the Act and these rules.
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ORDERS REGARDING OFFICIAL LANGUAGES POLICY

Extracts from O.M. No. 12021/5/95-O.L. (Imp.Il) dated 24.11.95 of Ministry of Home Affairs,
Department of Official Language regarding printing of manuals, forms, codes, etc. bilingually (in
diglot form).

1. All forms, manuals, codes, etc. should be printed bilingually both in Hindi and English (in diglot
form). Hindi headings should come first followed by English headings on the forms. The type used for
Hindi letters should not be smaller in size than that used for English letters.

2. All Ministries/Departments may issue necessary instructions to the presses and other offices under
their control that they should not accept any material for printing in English only.

3. Instructions have been issued by the Ministry of Urban Development to the Publication Directorate
that codes/manuals etc. should be accepted for printing only when they are in bilingual form.

[Reference: Item No. 5 of Part 1l of the Questionnaire]

Extracts from O.M. No. 14034/15/87-O.L. (A-l) dt. 26 Feb' 1988 of Ministry of Home Affairs,
Department of Official Language regarding reply in Hindi of the letters received in English.

1. Under the provisions of Rule 3 of the Official Language Rules, 1976, it is required that all
Ministries/Departments/Offices/Undertakings/Companies, etc. of the Central Government located in
Region “A” and “B” should correspond with the States or Union Territories or the offices under their
control located in Region “A” in Hindi.

2. The aforesaid provisions made under the Official Language Rules, 1976 can be complied
with properly only if original correspondence with the State Governments and the administrations of the
Union Territories in Region “A” is done in Hindi and even if a letter is received in English from them it
may also be replied to in Hindi.

[Reference : Item No. 1(B) of Part 111 of Questionnaire]

Extracts from O.M. No. 12024/2/92-O.L. (B-2)-4 dated 21 July' 1992 of Ministry of Home Affairs,
Department of Official Language regarding correspondence in Hindi.

1. The Committee of Parliament on Official Language in the fourth part of its report has
recommended that the letters received in Hindi should, invariably be replied to in Hindi and the bindings
laid down in the Official Language Rules relating to original correspondence should be fully complied
with and the quantum of correspondence in Hindi with the Central Govt. Offices located in Region "C"
should also be increased. The Committee has also recommended that the telegrams issued by the Central
Govt. Offices to the Offices located in Regions ‘A’ & ‘B’ should be in Devanagari Script and a beginning
be made to send telegrams in Hindi in Region ‘C’ as well.
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2. In the perspective of the above recommendations of the Committee, all the
Ministries/Departments are requested that they should take concrete steps to increase Hindi
correspondence in their Ministries/Deptt./all the Attached/Subordinate Offices/Undertakings/Corporations
etc. in order to achieve the targets mentioned in the Annual Programme.

[Reference : Item No. 2(c)(iii) of Part I1l of Questionnaire]

Extracts from O.M. No. 12024/2/92-O.L.(B-2)-6 dt. 21 July' 1992 of Ministry of Home Affairs,
Department of Official Language regarding Headings and Entries in the Registers and Service
Books.

1. The Committee of Parliament on Official Language in the fourth part of its report has recommended
that (1) the headings of the registers available in all the Govt. Offices and of the service books of all
categories of Officers and employees should be bilingual and the entries therein should be made in Hindi;
(2) the addresses on the envelopes to be sent to regions ‘A’ & ‘B’ should, invariably, be written in Hindi.

2. In the perspective of the recommendations of the Committee of Parliament on Official Language, all
the Ministries/Departments are requested to ensure that (i) the entries in the registers/service books to be
maintained in the Central Government Offices located in Regions “A” & “B” be made in Hindi and such
entries in the offices located in region “C” as far as possible be made in Hindi. (ii) addresses on the
envelopes to be sent to regions “A” & “B”, invariably, be written in Hindi.

[Ref.: Item Nos.3 (i) and 17(a) of Part 111 of Questionnaire]

Extracts from O.M.No. 12024/2/92-O.L.(B-2) dated 06-04-1992 of Ministry of Home Affairs,
Department of Official Language regarding establishment of check points.

1. Committee of Parliament on Official Language in Fourth Part of its report has recommended that
according to Rule 12 of Official Language Rules, 1976, the Administrative heads of all
Ministries/Departments and their attached/subordinate offices/undertakings/corporations etc. may
discharge their responsibility effectively regarding devising of the check-points for ensuring appropriate
compliance of the Official Languages Act, 1963 and the provisions made thereunder and thus, may
establish various check-points in an effective manner.

2. In the perspective of the above mentioned recommendation of the Committee of Parliament on Official
Language, all the Ministries/Departments are requested that they may establish the following check-
points for the progressive use of Hindi and to ensure compliance of Official Language Rules:-

(A)  Writing of addresses on envelopes in Hindi
The Despatch section should be made a check-point and it should ensure that

the addresses on the envelopes, meant for dispatch to regions “A” and “B” are written in
Hindi.
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(B) Entries to be recorded in the Service-Books

It should be the responsibility of the Officer-in-Charge of the section where the
service books are maintained that the entries in the service books of the officers/staff
working in the regions “A” and “B” should be recorded in Hindi. In region “C” such
entries should be made in Hindi as far as possible. This fact should be examined at the
time of making entry in the Service Books/signing the Service-Books.

[Reference: Item Nos. 3(iii) and 17(b) of Part Il of the Questionnaire]

Extracts from Resolution No. 21034/18/2008-O.L. (Trg.) dated 22™ April, 2008 of Ministry of Home
Affairs, Department of Official Language regarding training in Hindi.

1. In partial modification of Ministry of Home Affairs, Department of Official Language's Resolution
No. 13015/1/91-OL(D) dated 4™ November, 1991, the President has now ordered that the employees of
the offices located in all the regions viz. ' A", 'B 'and 'C ' would be imparted training in Hindi by the end
of the year 2015.

[Ref: Item No. 5 of Part 11 of Questionnaire]

Extracts from O.M. No. 12012/7/92-O.L. (B-1) dated 6™ May, 1992 of Ministry of Home Affairs,
Department of Official Language regarding imparting training through Hindi medium.

1. The Committee of Parliament on Official Language has recommended in the third Part of Report that
all types of training whether it is of short or long duration should be imparted through Hindi medium so
that after having training through Hindi medium, the employees could be able to do their original work in
Hindi easily.

2. In view of the above, all the Ministries/Departments are requested that all the instructions regarding
imparting training through Hindi medium may be got implemented fully and the Department of Official
Language may be accordingly informed.

[Ref: Item No. 6(d) (i) of Part Il of Questionnaire]
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Extracts from O.M. No. 13015/1/90-O.L. (D) dated 17 th July, 1990 of Ministry of Home Affairs,
Department of Official Language regarding work to be done in Hindi by all employees trained in
Hindi typing/Hindi stenography.

1. The Committee of Parliament on Official Language has recommended in its Second Part of the Report
that it should be ensured that the services of all the employees trained in Hindi typing/Hindi stenography
are fully utilised.

2. In the perspective of the above recommendation of the Committee, all Ministries/Departments are
requested to encourage the employees/Officers trained in Devanagri typing and stenography to do the
work in Hindi and ensure the availability of Devanagri typewriters, relevant reference literature, etc. to
these persons.

[Ref: Item No. 9 (i) of Part 111 of Questionnaire]

Extracts from O.M. No. 13035/3/88-O.L. (C) dated 5" April, 1989 of Ministry of Home Affairs,
Department of Official Language regarding creation of Hindi posts.

The norms relating to the minimum number of Hindi posts have been reconsidered to further
rationalize them so that the creation of unnecessary posts is avoided without adversely affecting the
implementation of Official Language policy and at the same time facilitating the creation of necessary
posts.

[Ref: Item No. 11 (d) of Part Il of Questionnaire]

Extracts from O.M. No. 13017/3/90-O.L. (C) dated 26™ November, 1990 of Ministry of Home
Affairs, Department of Official Language in the field of law, original drafting should be done in
Hindi and forms should be prepared bilingualy.

(A) The committee has recommended that arrangements should be made for getting all the forms
pertaining to contracts, agreements, Licences, Permits, Notices and Tenders covered by sub-section 3(3)
(iii) of the Official Languages Act translated into Hindi and printed in bilingual form as early as possible
so that these could be issued and made use of both in Hindi and English.

2. All Ministries/Departments are requested to ensure action as above.
(B) The Committee of Parliament of Official Language has recommended that in the field of law,
original-drafting should be done in Hindi so that laws enacted in Hindi are interpreted in Hindi and

decisions written in Hindi.

[Ref: Item No. 12(a) (iv) of Part Il of Questionnaire].
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RTSTUTYT fIUET, T8 Heg & faie 17 JaTs, 1990 & &1, ;M. F. 13015/1/901.4T. (@) &
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[EeH : g=Eel & U - 11 BTAG I, 12 () (V)]
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Extracts from O.M.No. 20034/53/92-O.L.(R & A) dated 17" July, 1992 of Ministry of Home Affairs,
Department of Official Language regarding arrangements for help/reference literature, glossaries
and dictionaries, etc. and purchase of Hindi Books in the Central Government Offices.

1. The Committee of Parliament on Official Language has recommended in its Report (Part IV) that in
order to create a conducive atmosphere for working in Hindi and to facilitate original work in Hindi,
books such as English-Hindi, Hindi-English dictionaries, help and reference-Literature, technical
glossaries, Technical Literature and fine-arts literature should be widely publicized and distributed free
of cost. Besides, fifty per-cent of the total grant, earmarked for purchase of books should be utilized for
purchase of books published in Hindi. The process of identifying useful books in Hindi should be
continuously carried out by the Department of Official Language and a list thereof should be made
available to all the Ministries/Departments/Offices so that they are able to purchase Hindi books for their
libraries conforming to the list.

2. In pursuance of the recommendations of the Committee of Parliament on Official Language
compliance of the above orders should please be ensured in toto and the action taken be intimated to the
Department of Official Language.

[Ref: Item Nos. 13 & 14 of Part 111 of Questionnaire]

Extracts from O.M. No0.14012/6/87-O.L. (C) dated 16" February, 1988 of Ministry of Home Affairs,
Department of Official Language regarding optional use of Hindi as medium of examinations for
recruitment to the subordinate services and non-technical posts.

1. After considering various aspects of this matter, it has now been decided that the optional use of Hindi be

permitted in the examinations conducted on regional or local basis for direct recruitments to the services
and posts of the subordinate offices of the Central Government and undertakings, banks, etc. owned or

controlled by the Central Govt. located in ‘B’ region viz the States of Gujarat, Maharashtra and Punjab and

the Union Territory of Chandigarh, in the same way as is allowed for subordinate offices in Region ‘A’
vide O.M. dated 6" Jan., 1976.

2. All the Ministries and Departments of the Central Government are requested to bring this decision to
the notice of all their attached and subordinate offices and undertakings, banks etc. and ensure its
implementation.

[Ref: Item No. 16 (a) (4) of Part 111 of the Questionnaire]

Extracts from O.M No. 13034/37/97-O.L. (C) dated 2" June, 1992 of Ministry of Home Affairs,
Department of Official Language regarding option of Hindi in interviews for recruitments.

1. The Committee of Parliament on Official Language has recommended that advertisements for
recruitment, bio-data forms and call-letters for interviews to be sent to the candidates should be both in
Hindi and English and in these communications, not only it should be specifically made clear to the
candidates that they can opt for either Hindi or English in the interview, but he should also be asked to
intimate in writing the language in which he would like to be interviewed so that the Selection Board
might interview him in that language. The Committee has also recommended that the interview boards
should also be so constituted that the members of the Board should have knowledge of Hindi.
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(11) ST faUTT, T8 HATed & ol 17 SJ[aTs, 1992 & 1. M. T. 20034,/53/92-31. 1T, (3f.fd.) &
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2. All the Ministries/Departments are requested that they should ensure action according to
the instructions in paras 2 and 3 above and they should also bring these instructions to the notice of their
attached/subordinate offices and instructions to ensure their compliance.

[Ref: Item No. 16(b) of Part 111 of Questionnaire]
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Extracts from O.M. N0.12024/2/92-O.L. (B-2-3) dated 21* July, 1992 of Ministry of Home Affairs,
Department of Official Language regarding constitution of the Official Language Implementation
Committee and their meetings.

1. Committee of Parliament on Official Language in the fourth part of its Report has recommended that
Official Language Implementation Committee essentially, be constituted in all the big or small offices
irrespective of the fact whether the number of staff working therein is more or less than 25 and the Head
of the Office be nominated as its Chairman.

2. In the perspective of the above recommendations all the Ministries/Departments are requested to bring
the above information to the notice of all attached/subordinate offices/corporations etc. for compliance.
However, all the Ministries/Departments are also required to ensure convening invariably four meetings
of the Official Language Implementation Committee regularly, (one in each quarter), during a year in
their Ministries/Departments as well as in all their attached and subordinate offices etc.

[Ref: Item No. 18 of Part 11 of Questionnaire]

Extracts from O.M. No. 12027/2/79-O.L. (B-1) dated 3" September, 1979 of Ministry of Home
Affairs, Department of Official Language regarding widening the functions of the Town Official
Language Implementation Committees.

1. Instructions were issued vide the Ministry of Home Affairs(Department of Official Language) O.M.
No. 1/14011/12/76-O.L. (A-1) dated the 22" November 1976 that Town Official Language
Implementation Committees may be set up in the towns having ten or more Central Government Offices.
The Town Official Language Implementation Committees discuss in their meetings the common
difficulties felt in the teaching of Hindi, training in Hindi stenography and Hindi typewriting, the
availability of Devnagri typewriters etc. The information given in the meeting regarding the measures
adopted for the progressive use of Hindi in the various Offices in the town mutually benefit the
participants. Initially these Committees have been constructed in the towns located in Hindi speaking
areas and in Gujrat, Maharashtra and Punjab.

2. It has been observed that while some of the Committees are active and hold their meetings more than
once a year certain others do not hold their meetings regularly. It has been decided that meetings of the
Town Official Language Implementation Committees should be held at least twice a year.

3. The functions of the Town Official Language Implementation Committee would mainly be as
follows:-

@ Review of the postion regarding implementation of the Official Languages Act/Rules and
the orders issued by the Governement of India regarding the use of Hindi in official work
and of the Annual Programme prepared in that regard.

2 Consideration of the measures for increasing the pace of Hindi in offices of the Central
Government located in the town.

3 Review of the position in regard to the availability of reference literature in Hindi, Hindi
typewriters, typists and stenographers, etc.

()] Consideration of the problems relating to Hindi, training in Hindi typewriting and Hindi
stenography.
[Ref: Item No. 19 of Part 11l of Questionnaire]
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Extracts from O.M. No. 20034/53/93-O.L. (R&A) dt. 28™ May, 1993 of Ministry of Home Affairs,
Department of Official Language regarding organizing Hindi Workshops/Seminars/Conferences
and All India Official Language Conferences.

The Committee of Parliament on Official Language constituted in pursuance of Section 4 of Official
Language Act, 1963 have made the following recommendations in their Report (\Vol. 1V) on the subject
mentioned above :-

(A)  Seminars, Conferences, Workshops, etc. may be organized from time to time for bringing out a
change in the attitude of the Officers/Employees and for imparting them comprehensive knowledge
regarding the Official Language Policy.
(B) All the Ministries/Departments may organize All India Official Language Conference once in
a year. In this context, it is requested that all the Ministries/Departments/
Offices/Undertakings/Corporations /Banks/Institutions of the Government of India should comply
with the recommendations made by the Committee of Parliament on Official Language.

[Ref: Item Nos. 20 and 22 (B) of Part 111 of Questionnaire]

Extracts from O.M. No. 14025/2/91-O.L.(D) dated 20™ April, 1992 of Ministry of Home Affairs,
Department of Official Language regarding organizing Hindi Workshops.

1. On the subject mentioned above, the Committee of Parliament on Official Language in its Report
(Part-1V) has recommended that Hindi workshop should be organized regularly during the next 5 year in
the context of recommendations made in Part-111 of their report so that the officers/femployees could
overcome their hesitation of doing work in Hindi and every Hindi knowing employee could participate in
these workshops at least once in a year and could get an opportunity for the practice of doing work
originally in Hindi.

2. All the Ministries/Departments are requested to ensure the implementation of the directions given in
the Department of Official Language Office Memorandum dated 31.12.1991 with reference to the
recommendations of the Committee of Parliament of Official Language made in its report (Part-1V). This
information may also be given to all the attached/subordinate offices/Corporations/Bodies under your
control and the Department of Official Language may be informed about the progress made in this regard.

[Ref: Item No. 21 of Part 11l of Questionnaire]

Extracts from O.M. No. 20034/53/92-O.L. (R&A) dated 17" July, 1992 of Ministry of Home Affairs,
Department of Official Language regarding publication of the Govt. publication etc. in bilingual
form.

1. The Committee of Parliament on Official Language constituted in pursuance of Section 4 of the
Official Languages Act, 1963, have made the following recommendation in their Report (Part 1V) on the
above subject:-

“The Ministries/Departments/Organisations etc. of the Govt. of India should not bring out
publications in English alone but only in bilingual form. The number of printed Hindi
publications should not be in any way, less than the English ones and in the bilingual
publications, the number of pages for Hindi should not be less than that of English and new
original publications may be brought out in Hindi."

2. In this regard it is mentioned that according to the provision of Rule —11 of the Official Language
Rules, 1976 all procedural literature is required to be printed, cyclostyled and published as the case may
be both in Hindi and English in diglot form. Besides, under the provision of Section 3(3) of the Official
Languages Act, 1963 (as amended 1967), all administrative and other reports should be brought out
positively in both Hindi and English.
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TSTHTST faUTT, T8 AT & feHidh 28 TS, 1993 & HI. [M. F. 20034,/53/931.H1. (3.f3.) 4
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3. In this context it may kindly be ensured that the decision taken on the recommendation of the
Committee of Parliament on Official Language is fully complied with and required check-points be
devised so that publications mentioned under Section 3(3) of the O.L. Act are published in diglot form
only and any other publication is neither published in English alone, nor the number of copies of the
Hindi version is less than that of English one. These orders may kindly be endorsed to all the
attached/subordinate offices, Undertakings, Corporations and Commissions etc. for compliance and this
Department may also be apprised of the action taken in this regard.

[Ref: Item No. 23 of Part 111 of the Questionnaire]

Extracts from O.M. No. T/14011/1/96-O.L. (Policy-I) dated 17" July, 1996 of Ministry of Home
Affairs, Department of Official Language regarding making house magazine/news-letters more
useful and effective.

1. After due consideration on the subject mentioned above it has now been decided that wherever house-
magazine and news-letters are published only in English, it will be obligatory to publish these bilingually
(in Hindi and English). Bilingual house-magazines/News-letters should have equal allocation of pages for
the two languages and they should be brought out in one single cover and name. The design of the cover-
page should also be bilingual. In these publications, information including information regarding the
working of the organizations/offices, should be published in both the languages uniformly.

2. Inareas, where regional Languages are also being used besides Hindi and English, the magazines may
also be brought out trilingually. The trilingual magazines should also be brought out under a single cover
and should be ensured that their cover designs are trilingual and that printed pages, in all the three
languages (Regional Language, Hindi and English) are more or less equal.

[Ref: Item No. 23 (e) of Part Il of the Questionnaire]

Extracts from O.M. No. 14034/4/92-O.L. (A-1) dated 26.8.1992 of Ministry of Home Affairs,
Department of Official Language regarding obligatory publication of telephone directories in Hindi
and English

It is obligatory that Department of Telecommunications publish Hindi and English versions of
telephone directories simultaneously. Telephone offices in different cities in regions 'A" and 'B' should
publish Hindi versions of telephone directories before the publication of English versions. A coupon, as
it is affixed at present, on a separate paper in different colour, both in Hindi and English languages may
be prepared and affixed on both the versions of the directory, wherein it may be asked whether the
subscriber would like to obtain the next telephone directory in Hindi or English. From the very beginning
in regions 'A' and 'B', both the versions are published in equal numbers or in the ratio of 40 : 60 in Hindi
and English and in the ratio of 30 : 70 in region 'C' in the beginning (later on, according to needs, in
region 'C', the number for both the versions may be made equal).

[Reference: Item No. 23(j) of Part |1 of the Questionnaire]
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Extracts from O.M. No. T/20034/1/78-O.L. (A-1) dt. 24™ April, 1978 of Ministry of Home Affairs,
Department of Official Language regarding review of the material submitted to the Committee of
Parliament on Official Language and removing the deficiencies.

Ministries and Department should obtain from their respective attached and subordinate offices, a
copy of the information furnished during inspection, by those offices in reply to the questionnaire of the
Committee of Parliament on Official Language set up under Section 4 of O.L. Act, 1963 and they should
also examine it themselves and take necessary steps to remove the deficiencies. At the time of inspection
of the offices by the sub-Committee the representative of the Ministry/Department concerned should also
be present so that action could be taken to remove the deficiencies.

[Ref: Item No. 24 of Part 111 of the Questionnaire]

Extracts from O.M No. 12015/101/2004-O.L.(Tech.) dated 16.12.2004 of Ministry of Home Affairs,
Department of Official Language regarding providing Hindi Training to the Govt. officers and
employees through Internet.

1. Recommendation No. 11.10.28 of the part VI of Report of the Committee of Parliament on Official
Language : There is a need to increase Hindi training facilities for Govt. officers/employees. Special
video/audio cassettes may also be developed for training.

2. Order : “This recommendation of the Committee has been accepted. Free of cost training through
Internet may be arranged. Department of Official Language may take an appropriate action in this
regard.”

3. Material for self study of Pragya level on “Lila Hindi Prabodh”, “Lila Hindi Parveen” “Lila Hindi
Pragya” through English, Kannada, Malayalam, Tamil and Telegu medium, is available free of cost on
the portal of Department of Official Language. The address of Department of Official Language portal is
www.rajbhasha.nic.in.

4. Inview of this decision all Ministries/Departments, etc. are requested to impart Hindi Training to all
the officers/employees.

[Ref: Item No. 5(a)(IV) of part-111 of Questionnaire]
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COMMITTEE OF PARLIAMENT ON OFFICIAL LANGUAGE

Questionnaire for the representative of the
Ministry/Department...........oueuiiee e
concerned with the office included in the Inspection Programme of the Sub-Committee*

Name of the Office

Date of Inspection

Are you or any office under your control receiving the
quarterly progress report regularly from the above
mentioned Office? If so, after reviewing the report,
have you drawn their attention to remove the
shortcomings found in the use of Official Language
Hindi? Please give full details thereof and also enclose
a copy of the latest letter sent in this regard.

Has any type of inspection of the above mentioned
office been made by any officer of your office or any
office under your control, during the last one year? If
so, have any remarks been given regarding the position
of the use of Official Language Hindi thereon?

(1)  How many offices are there under your control?

(i)  Out of above, in how many offices the Official
Language inspections were carried out during
the last one year? Please give region wise
details.

Is any monitoring being done by your office or any
office under your control regarding holding meetings
of the Official Language Implementation Committee
regularly and implementation of the decisions therein
in respect of above mentioned office?

What has been the percentage of Letters/ Faxes/ E-
mail/CPGRAMS in Hindi of the total correspondence
made with the above mentioned office by your
office/the office under your control receiving the
quarterly progress report regarding the use of Hindi
from that office, during the last one year ?

Is any proposal regarding the creation of Hindi posts,
purchase of Hindi books, bilingual electronic
equipments/apparatuses etc. for the effective
implementation of the Official Language Policy in the
above mentioned office pending in your office or any
office under your control? Please give details thereof?

(i) Letters ......cooevviieiiinian.,
(i Faxes .....ccooevviniinininnnn...
(i) E-mail.............ooooinl

(iv)CPGRAMS

%
%
%
%
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(@) Inyour Organization,

(1) how many recruitment rules are there in respect of Group

“A” posts?
(i)  how many recruitment rules are there in respect of Group
“B” posts?
(iif)  how many recruitment rules are there in respect of Group
“C” posts?
(b) Out of these in which level is direct recruitment done? “A, B, c”

(c) Has any level of knowledge of Hindi been fixed as a pre requisite
for direct recruitment?

(d) Has any level of knowledge of English been fixed as a pre requisite
for direct recruitment?

(@) Whether the Hindi Advisory Committee has been constituted in
your Ministry as per the guidelines* * issued by the Department of
Official Language?

(b) If so, the date of its constitution.

(c) Dates of its meetings held during the last one year:
() Inthe half yearly period of January to June
(i) Inthe half yearly period of July to December e

(d) If the meetings of the Committee are not being held regularly,
give details of the steps taken in this regard to convene the
meetings regularly in future.

(e) Have the decisions of the Central Hindi Committee been
discussed in the meetings of this Committee for compliance?
If so, give details of the action taken on these decisions.
(Please attach a separate sheet)

(F) Please give details of the other decisions taken in the meetings
of Hindi Advisory Committee and the action taken thereon.
(Please attach a separate sheet)

(g) If the Hindi Advisory Committee has not been
constituted/reconstituted, give the reasons thereof.

(1) Whether the office has its own Website? Yes/No

(2) If yes, whether it is available in (a) Hindi
(b) English (c) Bilingual

(3) Whether Hindi Website of the office is updated? Date of updation
(4) Isthere a provision included in the agreement signed
with the company which designed the website :
Q) Regarding preparation of bilingual website?
(i) Regarding updating the Hindi matter
simultaneously while updating the website?
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(5) While updating English content on the website,
is Hindi content also updated simultaneously?

(6) Give the address of Website of the office.



(7) How many hits were there on the
Hindi/Bilingual website during the year?

10. Whether publicity by way of advertisement is being done by your Ministry/Department for
its services, products or any other purpose? If yes, give details of the expenditure incurred on
advertisements through the following mediums during the last one year ?

Total expenditure on advertisements and publicity:
(During the last one year i.e. the period ending 31 March/30™ June/30™ September/31% December)

(M Expenditure incurred on advertisement through Newspapers/Magazines, pamphlets etc.
(Print Media)

Hindi English Other Languages Total

In region “A”

In region “B”

In region “C”
(i) Expenditure incurred on advertisement through Electronic Media(TV/Films etc.)
Hindi English Other Languages Total

In region “A”
In region “B”
In region “C”
(iii) Expenditure incurred by way of Exhibitions (Banner, Hoardings etc.)

Hindi English Other Languages Total

Inregion “A”
In region “B”
In region “C”

Signature and seal of the representative***
of the Ministry/Department ..................
NaAmME ...
Designation ..........cooevveviiiiiiiiinn.

*  The Questionnaire is not required in respect of Oral Evidence Programmes of the Committee and Discussion Programmes of
Drafting and Evidence Sub Committee of the Committee of Parliament on Official Language with the Town Official
Language Implementation Committees.

**  Ref: Department of Official Language O.M. N0.11/11200/15/92-0O.L.(A-2) dt. 10? June, 1992

***  Senior officer, whose status is not less than a Joint Secretary and who is looking after the implementation of Official
Language Policy work should be present in the inspection meetings and he should keep all the files containing
correspondence about implementation of Official Language policy in respect of that office under his control.
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COMMITTEE OF PARLIAMENT ON OFFICIAL LANGUAGE

Questionnaire for the representative of the Headquarter@.........
concerned with the office included in the Inspection Programme of the Sub Commlttee*

NaME OF the OF I8 .. e e e e,
Date OF INSPECION ...ttt e e e e e et e e e et

Are you or any office under your control
receiving the quarterly progress report
regularly from the above mentioned
Office? If so, after reviewing the report,
have you drawn their attention to remove
the shortcomings found in the use of
Official Language Hindi? Please give full
details thereof and also enclose a copy of
the latest letter sent in this regard.

Has any type of inspection of the above
mentioned office been made by any
officer of your office or any office under
your control, during the last one year? If
so, have any remarks been given
regarding the position of the use of
Official Language Hindi thereon?

(1) How many offices are there under
your control?

(i) Out of above, in how many offices
the Official Language inspections
were carried out during the last one
year? Please give region wise details.

Is any monitoring being done by your

office or any office under your control

regarding holding meetings of the Official

Language Implementation Committee

regularly and implementation of the

decisions therein in respect of above
mentioned office?

What has been the percentage of Letters/ () Letters ....ovvvvveiiiiininnnns %

Wireless messages/  Telexes/Faxes/E-

mail/CPGRAMS in Hindi of the total

correspondence made with the above (ifi) Telexes ....o.evevivinennnnnnnn. %

mentioned office by your office/the office .

- (iv) Faxes .......ccocvvvveveinnnnnns %
under your control receiving the quarterly
progress report regarding the use of Hindi (V) E-mail ... %
from that office, during the last one year ?

(if) Wireless messages ........... %
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Is any proposal regarding the creation of Hindi posts,
recruitment, purchase of Hindi books/bilingual
electronic equipments / apparatuses etc. for the
effective implementation of the Official Language
Policy in the above mentioned office pending in your
office or any office under your control? Please give
details thereof?

(@) Inyour Organization**

(i) how many recruitment rules are there in
respect of Group "A" posts?

(i)  how many recruitment rules are there in
respect of Group "B" posts?

(iif) how many recruitment rules are there in
respect of Group "C" posts?

(b) Out of these in which level is direct recruitment
done?

(c) Has any level of knowledge of Hindi been fixed
as a pre requisite for direct recruitment?

(d) Has any level of knowledge of English been fixed
as a pre requisite for direct recruitment?

(1) Whether the office has its own Website?

(2) If yes, whether it is available in (a) Hindi
(b) English (c) Bilingual

(3) Whether Hindi Website of the office is updated?

(4) s there a provision included in the agreement signed

with the company which designed the website :

Q) Regarding preparation of bilingual website?

(i) Regarding updating the Hindi matter

simultaneously while updating the website?

(5) While updating English content on the website, is Hindi

content also updated simultaneously?
(6) Give the address of Website of the office.

(7) How many hits were there on the
Hindi/Bilingual website during the year?

IIAII

Yes/No

Date of updation

IIBII

||C||
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9. Whether publicity by way of advertisement is being done by the Undertakings/Corporations
under your Headquarters for its services, products or any other purpose? If yes, give details of the
expenditure incurred on advertisements through the following mediums during the last one year
?

Total expenditure on advertisements and publicity :
(During the last one year i.e. the period ending 31% March/30™ June/30™ September/31%
December)
(M Expenditure incurred on advertisement through Newspapers/Magazines, pamphlets etc.
(Print Media)
Hindi English  Other Languages Total
In region "A"
In region "B"
In region "C"
(i) Expenditure incurred on advertisement through Electronic Media(TV/Films etc.)
Hindi English  Other Languages Total
In region "A"
In region "B"
In region "C"
(iii) Expenditure incurred by way of Exhibitions (Banner, Hoardings etc.)
Hindi English  Other Languages Total
In region "A"
In region "B"
In region "C"
Signature and seal of the representative***
of the Headquarters........... ........c.......
NamMe ..o
Designation ...........cccvveviiiiiiiinn.n,
@ In case of Undertakings/Banks/Insurance Company this Questionnaire is required to be filled by the Corporate Office.

*k*k

The Questionnaire is not required in respect of Oral Evidence Programmes and Discussion Programmes of Town Official
Language Implementation Committee of Committee of Parliament on Official Language.

Information pertaining to this item is to be given in the supplementary questionnaire for Banks, in case of the
Headquarters being an Undertaking or a Bank.

Senior officer, whose status is not less than a Joint Secretary and who is looking after the implementation of Official
Language Policy work should be present in the inspection meetings and he should keep all the files containing
correspondence about implementation of Official Language policy in respect of that office under his control.



-50 &-

9. HT 3P TR & Sdid 314 aral SUshH! /Tl Bt gareii, Idme, 3 fod a1d & oy
o R TER fhur Srar @2 afe 81, Y o waeH 9 Rufefad Arem 3 figd ue av
F TR HU TN T BT ARTFT B2

faTue ok AR WR o o g @
Mea T oy erufq 31 AT /30 SF/30 R /31 feer a& @t sf@af & famm)

(i) &m/uﬁmah%?zwrﬁm & TeEd I fagoE SR TR R fear mar @

3 HTHTY $d
"o & H
ngn &7 °
ik CO P
(ii) 3o (&odto,/ e anfe) mreaw J fagTa= oIk TR WR frar mar
N fet oo 31 HTTY oo " &
ngn &7 °
ik OO P e
(iii) T @R &M onfe & memm § fvar mar W
N fet  ofsh 3= HINTY $d " O
g &g
RN P
TRATHI & Ufaffdes
D BRAER TUTHGR . o oeeeeeeeeean
s 1
LS = |

@ IUHH /JHT /A1 Hufal & T § g uxrach 3% Rrfrd srafe grr +8 S 21

* g YTl TSI ISTHIYT AT & Aifee 16T SRiH 3R TR IASTHTY Haf-aa- Iiifa & Iy faer vl sriey &
e & 78t 1w I B

* 5 AT B Yo dd g, 981 39 UG 9 et Ja-1 SUHHl /a3 Tefid e g=Aae § §f S|

o gRY YBRY, FSFPT TR Tgad Tird I HH = 81 a1 St ISTHINT ifd &1 praf-aa deeh wrf Swd gf, Fler doat #
JufRyd I8 aur 9 Fazomsfa P TIY ISTHINT i & prafaa Jaeht TR & Brgd o 9y G|



-48 B-

COMMITTEE OF PARLIAMENT ON OFFICIAL LANGUAGE

Questionnaire for the representative of the Zonal Office@. .. .
concerned with the office included in the Inspection Programme of the Sub Commlttee*

NAME OF the OFFICE ... .ot e
Date OF INSPECION ...ttt e e e e e et e e e et

Are you or any office under your control
receiving the quarterly progress report
regularly from the above mentioned
Office? If so, after reviewing the report,
have you drawn their attention to remove
the shortcomings found in the use of
Official Language Hindi? Please give full
details thereof and also enclose a copy of
the latest letter sent in this regard.

Has any type of inspection of the above
mentioned office been made by any
officer of your office or any office under
your control, during the last one year? If
so, have any remarks been given
regarding the position of the use of
Official Language Hindi thereon?

(iii)How many offices are there under
your control?

(iv)Out of above, in how many offices
the Official Language inspections
were carried out during the last year?
Please give region wise details.

4. Is any monitoring being done by your

office or any office under your control

regarding holding meetings of the Official

Language Implementation Committee

regularly and implementation of the

decisions therein in respect of above
mentioned office?

5.  What has been the percentage of Letters/ () Letters ....ovvvvveiiiiininnnns %
Wireless messages/Telexes/Faxes/E- S Wirel o
maillCPGRAMS in Hindi of the total (i) Wireless messages ... %
correspondence made with the above (iii) Telexes ......oevevvenrnnnnnn. %

mentioned office by your office/the office
under your control receiving the quarterly
progress report regarding the use of Hindi (V) E-mail ... %

from that office, during the last one year
?
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Is any proposal regarding the creation of Hindi posts,
recruitment, purchase of Hindi books/bilingual
electronic equipments / apparatuses etc. for the
effective implementation of the Official Language
Policy in the above mentioned office pending in your
office or any office under your control? Please give
details thereof?

(@) Inyour Organization**

0] how many recruitment rules are there in
respect of Group "A" posts?

(i)  how many recruitment rules are there in
respect of Group "B" posts?

(iif) how many recruitment rules are there in
respect of Group "C" posts?

(b) Out of these in which level is direct recruitment
done?

(c) Has any level of knowledge of Hindi been fixed
as a pre requisite for direct recruitment?

(d) Has any level of knowledge of English been fixed
as a pre requisite for direct recruitment?

(1) Whether the office has its own Website?

(2) If yes, whether it is available in (a) Hindi
(b) English (c) Bilingual

(3) Whether Hindi Website of the office is updated?

(4) s there a provision included in the agreement signed

with the company which designed the website :

(iii) Regarding preparation of bilingual website?

(iv) Regarding updating the Hindi matter

simultaneously while updating the website?

(5) While updating English content on the website, is Hindi

content also updated simultaneously?
(6) Give the address of Website of the office.

(7) How many hits were there on the
Hindi/Bilingual website during the year?

IIAII IIBII

Yes/No

Date of updation

||C||
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9. Whether publicity by way of advertisement is being done by the Undertakings/Corporations
under your Headquarters for its services, products or any other purpose? If yes, give details of the
expenditure incurred on advertisements through the following mediums during the last one year
?

Total expenditure on advertisements and publicity :
(During the last one year i.e. the period ending 31* March/30™ June/30"™ September/31°
December)
(M Expenditure incurred on advertisement through Newspapers/Magazines, pamphlets etc.
(Print Media)
Hindi English  Other Languages Total
In region "A"
In region "B"
In region "C"
(i) Expenditure incurred on advertisement through Electronic Media(TV/Films etc.)
Hindi English  Other Languages Total
In region "A"
In region "B"
In region "C"
(iii) Expenditure incurred by way of Exhibitions (Banner, Hoardings etc.)
Hindi English  Other Languages Total
In region "A"
In region "B"
In region "C"
Signature and seal of the representative***
of the Zonal Office ........... ......cco.oeeils
NamMe ..o
Designation ...........cooovieviiiiiiiin..
@ In case of Undertakings/Banks/Insurance Company this Questionnaire is required to be filled by the Corporate Office.

**

*k*k

The Questionnaire is not required in respect of Oral Evidence Programmes and Discussion Programmes of Town Official
Language Implementation Committee of Committee of Parliament on Official Language.

Information pertaining to this item is to be given in the supplementary questionnaire for Banks, in case of the
Headquarters being an Undertaking or a Bank.

Senior officer, whose status is not less than a Joint Secretary and who is looking after the implementation of Official
Language Policy work should be present in the inspection meetings and he should keep all the files containing
correspondence about implementation of Official Language policy in respect of that office under his control.
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COMMITTEE OF PARLIAMENT ON OFFICIAL LANGUAGE

Questionnaire for the representative of the Regional Office@...
concerned with the office included in the Inspection Programme of the Sub Commlttee*

NAME OF the OFFICE ... .ot e
Date OF INSPECION ...ttt e e e e e et e e e et

Are you or any office under your control
receiving the quarterly progress report
regularly from the above mentioned
Office? If so, after reviewing the report,
have you drawn their attention to remove
the shortcomings found in the use of
Official Language Hindi? Please give full
details thereof and also enclose a copy of
the latest letter sent in this regard.

Has any type of inspection of the above
mentioned office been made by any
officer of your office or any office under
your control, during the last one year? If
so, have any remarks been given
regarding the position of the use of
Official Language Hindi thereon?

(v) How many offices are there under
your control?

(vi)Out of above, in how many offices
the Official Language inspections
were carried out during the last one
year ? Please give region wise
details.

Is any monitoring being done by your

office or any office under your control

regarding holding meetings of the Official

Language Implementation Committee

regularly and implementation of the

decisions therein in respect of above
mentioned office?

What has been the percentage of Letters/ (A) Letters ......cooevviniinnininn.. %
Wireless messages/Telexes/Faxes/E- S Wirel 0

maillCPGRAMS in Hindi of the total (i) Wireless messages ... %
correspondence made with the above (iii) TeleXes ......oeevierenrnnnnn.. %

mentioned office by your office/the office
under your control receiving the quarterly
progress report regarding the use of Hindi (V) E-mail ... %

from that office, during the last one year
?
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Is any proposal regarding the creation of Hindi posts,
recruitment, purchase of Hindi books/bilingual
electronic equipments / apparatuses etc. for the
effective implementation of the Official Language
Policy in the above mentioned office pending in your
office or any office under your control? Please give
details thereof?

(@) Inyour Organization**

0] how many recruitment rules are there in
respect of Group "A" posts?

(i)  how many recruitment rules are there in
respect of Group "B" posts?

(iif) how many recruitment rules are there in
respect of Group "C" posts?

(b) Out of these in which level is direct recruitment
done?

(c) Has any level of knowledge of Hindi been fixed
as a pre requisite for direct recruitment?

(d) Has any level of knowledge of English been fixed
as a pre requisite for direct recruitment?

(1) Whether the office has its own Website?

(2) If yes, whether it is available in (a) Hindi
(b) English (c) Bilingual

(3) Whether Hindi Website of the office is updated?

(4) s there a provision included in the agreement signed

with the company which designed the website :

(V) Regarding preparation of bilingual website?

(vi) Regarding updating the Hindi matter

simultaneously while updating the website?

(5) While updating English content on the website, is Hindi

content also updated simultaneously?
(6) Give the address of Website of the office.

(7) How many hits were there on the
Hindi/Bilingual website during the year?

IIAII IIBII

Yes/No

Date of updation

||C||
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9. Whether publicity by way of advertisement is being done by the Undertakings/Corporations
under your Headquarters for its services, products or any other purpose? If yes, give details of the
expenditure incurred on advertisements through the following mediums during the last one year
?

Total expenditure on advertisements and publicity :
(During the last one year i.e. the period ending 31 March/30™ June/30™ September/ 31°
December)
(M Expenditure incurred on advertisement through Newspapers/Magazines, pamphlets etc.
(Print Media)
Hindi English  Other Languages Total
In region "A"
In region "B"
In region "C"
(i) Expenditure incurred on advertisement through Electronic Media(TV/Films etc.)
Hindi English  Other Languages Total
In region "A"
In region "B"
In region "C"
(iii) Expenditure incurred by way of Exhibitions (Banner, Hoardings etc.)
Hindi English  Other Languages Total
In region "A"
In region "B"
In region "C"
Signature and seal of the representative***
of Regional Office.............. ...
NamMe ..o
Designation ...........cooovieviiiiiiiin..
@ In case of Undertakings/Banks/Insurance Company this Questionnaire is required to be filled by the Corporate Office.

**

*k*k

The Questionnaire is not required in respect of Oral Evidence Programmes and Discussion Programmes of Town Official
Language Implementation Committee of Committee of Parliament on Official Language.

Information pertaining to this item is to be given in the supplementary questionnaire for Banks, in case of the
Headquarters being an Undertaking or a Bank.
Senior officer, whose status is not less than a Joint Secretary and who is looking after the implementation of Official
Language Policy work should be present in the inspection meetings and he should keep all the files containing
correspondence about implementation of Official Language policy in respect of that office under his control.
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COMMITTEE OF PARLIAMENT ON OFFICIAL LANGUAGE

Questionnaire for Undertakings/Corporations, etc.

Name and full address of the Undertaking/Corporation:

1. Please indicate the registered name and date of
registration of the Undertaking. If the name is in
English, whether Hindi name has also been given
and got it registered? If not, whether any action
is being taken in this regard?

2. What is the objective of your Undertaking/
Corporation? Please also indicate the date of the
constitution of the Undertaking/Corporation.

3. Please indicate the nature of the Undertaking/
Corporation (such as productive, advisory,
administrative, etc.)

4. (a) Are the names of the products/services being
provided by the Undertaking/Corporation
originally kept in Hindi? If not, what are the
reasons thereof? What action is proposed to
be taken in this regard?

(b) Please enclose a list of the product/services
alongwith the date of registration whose
names are in English.
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Does the Undertaking/Corporation publicise its services, products, etc by way of advertisement? If so,
give details of the expenditure incurred on advertising and publicity during the last one year through the
following modes:

Total expenditure incurred on advertising and publicity
(During the last one year i.e. the period ending 31 March/30™ June/30™ September/ 31% December)

(@) Expenditure incurred on advertising and publicity through Newspapers/Magazines, pamphlets etc.
(Print Media)

Hindi English Other Languages Total
In region "A"
In region "B"
In region "C"

(b) Expenditure incurred on advertisement through Electronic Media(TV/Films etc)

Hindi English Other Languages Total
In region "A"
In region "B"
In region "C"

(c) Expenditure incurred by way of Exhibitions (Banner, Hoardings etc.)

Hindi English Other Languages Total
In region "A"
In region "B"
In region "C"

Whether the descriptions on the packing of the
products of the Undertaking/Corporation are also
written in Hindi? If not, give reasons thereof.

Whether the products of the Undertaking/
Corporation are also exported? If so, please
mention the names of those countries.
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Which language is used for description on the
products to be exported?

In which language bills/vouchers etc. of the
products to be exported are sent?

Whether the machines/equipments being used in
the Undertaking/Corporation are manufactured in
the country or imported? In which language the
descriptions of the machines/equipments are
written on them?

Whether any projects are being run by the
Undertaking/Corporation? If so, what steps are
being taken by the Undertaking/Corporation to
increase the use of Hindi in the working of the
projects?

What action is being taken for the progressive
use of the Official Language Hindi in India and
abroad through the Undertaking/Corporation?

Setting up of Hindi Cell/Hindi Section

(@) Whether a separate Hindi Cell/Hindi Section
has been set up?

(b) If so, how many employees are working in
that Section? Please give details.

(c) Whether a separate cadre has been formed
for officers/lemployees appointed for the
Official Language work and whether
adequate opportunities are available for
their promotion?

Hindi/English/any other Language

Hindi/English/any other Language
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Officers Translators

(d) Information regarding Hindi posts: Total
posts

i) Headquarters

ii) Zonal Office

iii) Regional/Divisional Office

(e) How many of these posts are lying vacant?

() How many of these posts are occupied by
officers of General Service?

Give details of work allocated to the
Hindi/Official Language Officers. (Please
enclose the copy of the orders)

(@ What policy is adopted by the
Undertaking/Corporation regarding the
creation of Official Language posts? To
what extent are these complied with?

Steno/

Others

Typists
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(b) Give information regarding full time
officers/employees who are engaged on

implementation of the Official Language
Policy and translation work, etc:

(c) Details of action taken for filling up the
above vacant posts.

(d) Whether the above posts are in accordance

with the above-said policy of the
Undertaking/Corporation?

(e) If not, what action is being taken in this
regard?

(f) Whether any work other than Hindi work has
also been assigned to them?

16. How many recruitment rules are there in your

organization for the wvarious categories of
employees and officers?

Designation

Pay No. of posts
Scale
Sanctioned Vacant
(with date)
Yes/No
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17. | Of these how many pertain to direct recruitment?

Name of the Date of Level of Pay Has Has If the answer to
Service/Cadre | notification Direct Entry | Scale | educational educational col. 5 is 'No, is
related to qualification qualification there any
Recruitment in Hindi been | in Hindi been | proposal to
Rules prescribed at prescribed at amend the
direct direct recruitment rules
recruitment recruitment to include Hindi
level? level? at the direct
recruitment
level?
1 2 3 4 5 6 7

Certified that the above information given by Shri/Smt
I also assure that it would be binding on me to fulfill whatever
........................................... as my

correct and | fully agree with it.
assurances are given before the Hon'ble Committee by Shri
representative.

Signature of the representative*
of the Head of Undertaking/Corporation

Signature of the Head of the Undertaking/Corporation

* General Manager or an Officer of Higher level in respect of Undertaking/Corporation.
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Proforma

Total expenditure incurred by the office/institutions under inspection on advertisements
and publicity (During the last one year i.e. the period ending 31% March/30" June/30™
September/ 31* December)

(i)

(i)

(iii)

Expenditure incurred on advertisement through Newspapers/Magazines, pamphlets etc.
(Print Media)

Hindi English  Other Languages Total

In region "A"
In region "B"
In region "C"
Expenditure incurred on advertisement through Electronic Media(TV/Films etc.)

Hindi English  Other Languages Total

In region "A"
In region "B"
In region "C"
Expenditure incurred by way of Exhibitions (Banner, Hoardings etc.)

Hindi English  Other Languages Total

In region "A"
In region "B"

In region "C"

Signature and seal of the of the Head of the office/institution concerned
NamMe ..o
Designation ..........cocevveviiiiiiiiinnn.
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